APPLICATION FOR RECORDS RETENTION SCHEDULE |, OFFICE OF THE SECRETARY OF STATE -

e RECOHDSMANAGEMENTDnanN
. ' W‘STRUCTIONS See Pubhcatlsn No. 76—RM-1 for instructions on campleting this form. Forward ssgned ongmal 0
T Department of Archives and Hlstorv, Records Management Division, 330 Capitol Avenue Attanta, Georg:a 30334,
. Attention: Scheduting Section. , . [
1 FOR AGENCY USE 1. Agency Address ‘ o FOR RECORDS MANAGEMENT USE
" Apotication Date Georgla Ports Authority . ' . Applicatign Number
- | Operations Division ?4—2.6-
{ 1/09/80 - .
: " Post Office Box 2406
! Apptlication Number Savannah . Georaia 31402 . Date Received Date Completed
i 84 ’ 919 DAN 17 1080 [ JAN 31 1989
| 2. Barson to Contact ] S ' Working Title Telephone Number
§ Sandra Jones Operations Administrative Manager 964-1721, # 247
3 aseemm - : . - - e _
i 3. Action Requested h
i 3. J Estaousn Retention Schedule;. record will continue to accumulate.
i b. O Dispose of present accumulation: no further accumulation anticipated.
e ¢. _x Amend Appligation No, _1_9__2.9__._.__. Check One: [] Change; K& Supercede: [0 Void
Dates of Seriss 5. Records Seriss Title (followed by title used in office; if different)
j Earhast Latest
. 1971 | To Date Individual Ship Export Files

i . Diysion and GHfice Function What is the function of the Civision and the Office in which this record series is created?

i The Director of Operations assists the Executive Director in the managerial functions of the
i Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &

.  Warehouses - Garden City and Ocean Terminal, Savannah State Docks & Railroad Company, Augusta
State Docks - Barge Terminal, Bainbridge State Docks - Barge Terminal & Brunswick State Docks
& Warehouses. He also handles the function of leases, including negotiating leases for all

l divisions of the Port Authority and with commercial and industrial concerns for use of space
provided by the Georgia Ports Authority. '

L The Office Manager in this office supervises the work of the warehouse, billing, import and
export departments, analyzes ships' schedules, coordinates the processing of all paperwork
with field divisions, insures that all paperwork is properly prepared and carefully balanced
and verified against documentation receiveﬂ facilitates expeditious cargo handling.

[ =)

P

7. Record Series Description This file contains the follow:ng documents (mclude form numbers and titles, if any]:
: o R i Attach samples of the file.
Documents relating to: Documenting the outgoing of cargo on varlous shlps
included are: Cargo orders (loading orders), cargo delivery Orders cargo mates

recelpts, Invoices for services rendered. Do

File is arranged: Alphabetically by ship, by date.

8. Monthiy Referance Rate How often are records referred to which aré
One 1o six months old _921 1Y . Seven to tweive months old ._Cﬁ_‘-l_l__ Thirteen to twenty-four menths old -4 _;
twenty-five months and older.__].:.g___ ?

9. Annual Rate of Accumulation of Rerords 12

; Legal-size drawsars ; Sheives ; Other (Spec:‘fy} -

' Letter-size drawers

AR~-50—71: Rev., 76 " (Over)

{ _ . . — - - —

— - [ — —_—




YES | NO | 10. Questionnaire _ {Place an ’X" in the propar column) ' - :::&
a. Is this the official copy of the series? _ D
X If not, where is jt? S .
b. Does the series contaip confidential information requiring Eecu’Fiw handling? If yes, cite law or reguiation.
X ! :
X c. |s this a vital record? ’ _ ‘ - ‘
X d. Does this series have historical or long term research value? - / o
e. When one or two documents in the file make it necessary to, keep the entlre file for a long pernod could these
X documents be scheduled separately? X .
a f, luhe&mmmmmemﬂhﬂLﬂmamch cony, -
. 1s the information contained in this series ever analyzed and:or recorded m a 5ummar|zed report? '
X It ves, attach copy, '
§ h. Is there a duplication of this series in your office, or in another offlee or agency?
g X *  1f yes wherep Docks, Warehouse, Ocean Terminal, Bulk Eam lity, Brunsm ck
i X4 1 Is this series (or a major portiop of it} reqularly microfiimed? S
X i...Qoes the record series result in a computer orintqut?
11. Retention Requiremeants 1’ The following requires the series to be kept:
| a. State Law years. d. Audit period : .years.
b. Sratute of limitation Vi _.years. e. Administrative need - 1 vears.
: 2, Foderal 3w — i i o Y@ETS, #. Federal retention insiructions  — .- : .. years,

L)
1

Attach copy or excerpt of laws or regulations. Explain administrative need. '

-
LML CEE O m A e B TN

w - CI ‘Calendar Year. D Fiscal Year; {3 Other EVEry. six_months then,

12. Aporaved Disposition Instructions’ ThIS agency recommends ‘that the f:le series be cut ort at the end of each:

&1 Hold in the current files area . __month(s) ! fear(s) tl:len ‘

{3 Transfer to iocat holding area, haid year(s); then Transfer to . dead s‘l'orage hold 4 years; then
O Transfer to State Pooords Center; hold - year,{s);then L _g . . - -
&Destroy . : I e o o Pet P

0 Transfer to State Archwes fcsr permanent retentlon CoL C e _—_ e
O Other {Suec:fy} '

* h. The following departments and Terhinals retain duplicaTes of ship files as indicated:

Dockg====mm=mmmmmm e 1 year
Warehouse ——=——=———————————m——we 1 year

Ocean Terminal -=-=sis-———oez-—="7 years -
Bulk Facility ——====—==—c—-=&---2"2 years
Brunswick ——=--———==<e——eeeee—w-- | year

Duplicates fall under State Wide Common Schedule # 34 (B)

These instructions apply to ail prior and future accumulations of the series.

G BT s o R LT R p TR M AR W L bk R s b e - P

we e e e e pR T D R B e ek TPy

Agen | Date Repo;ds Management Qfficer (Srananel Date
///;M zaé L//m/u;/ iy
7 e, State Records Co/rqn es (Sigrature) Data _,

Recommendations in para- [ r ' , ‘

graph 12 are apgroved, ~ State Auditor/Dasignee / "2’/ 2

{If disspproved, attach letter [+7 : | _ ' _ -

of explanation.) éecrega;jﬁtate_/t)esignee' C(/ ﬂw,{,g_ /:\L—d_Af [-2.%- S/Z

‘ Attorney Cenn'al, Deexunee WCIZ(-—Q&L_ /”' 30"’ f?’
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" APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
. el RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publun'tlon No. 76--°M- for instructions on completing this form Forward sugned orlglnat to
Department of Archives and History, Records Management Division, 330 Capital Avenue Atlanta, beorgla 30334,

Attention: Scheduling Section, : ; : ;
i FOR AGENCY USE 1. Agency Addréss - o '_FOR RECORDS MANAGEMENT USE
Apolication Date Georgla Ports Authority ' . Application Number o

! 11-30-78 - Operations Division | 79-2 G

Post Office Box 2406

' Appiication Number ) . _ | Date Received . Date Complated
; 49 Savannah, Georgla 31402 : JAN t9 1979 lMAR 4 1970
, 2. Parson ta Contact Working Title Telephone Number
i Sandra Jones _ Operations Manager 964-1721, # 289
3. Action Reguested b
) a. J Estadiisn Retention Schedulq record will continue to accumulate.
i b. O Dispose of present accumulation; no further accumulation anticipated.
! ¢ _ X _Amend Application I\_l_o__==.9___9__:~______0hed<0ne 0O Change; [ Supercede; [ Void -
Datas of Seriss 5. Records Series Title (followed by title used in office; if different)
é tartiest Latest
. 1971 | To Date Individual Ship Export Flles
% 8. Cinmon and GHice Function What is the function of the Division and the Office in which this record series is created7

The Director of Operations assists the Executive Direcfor in the managerial functions of the
Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &
Warehouses - Garden City and Ocean Terminal, Savannah State Docks & Railroad Company, Augusta
State Docks ~ Barge Terminal, Bainbridge State Docks - Barge Terminal,& Brunswick State Docks
& Warehouses. He also handles the function of leases, including negotiating leases for all
divistons of the Port Authority, and with commercial and industrial! concerns for use of space
provided by the Georgia Ports Authority.

The Office Manager in which this file Is created supervises the work of the warehouse,
billing, import and export departments, analyzes ships' .schedules, coordinates the processing
of all paperwork with field divisions, insures that all paperwork is properly prepared and
careful ly balanced and versf:ed agalns+ documentation received, facilitates expeditious cargo

handling.
7. Record Series Description This file contains the followung documents (.'ncfude form numbers and titles, if any}:
Attach samples of the file.
Documents relating to: Document tng the outgoing cargo of various ships.
induded are: Cargé orders (IOadiné orders), cargo delivery orders, cargo mates
' receipts, invoices for services rendered.
File is arranged: Alphabetically by ship, by date.
8. Monthly Referenca Rate How often ara records referred to which are:
One to six months old __daily ; Seven to twelve monthsold _daily __; Thirteen to twenty-four monthsoid _.3=4 ___;
twenty-five months and older___.]:.z.__.,?
9. Annual Rate of Accumulation of Rerords " '
Letter-size drawers ; Legal-size drawers ._1_2.._.___ Sheives — ; Other {specify)

AR—50=71: Rev, 76 ~ (Over)

-——— R - - - N - e e — o g i e



ves | NO | 10. Questionnairs  (Place an "*X" in the proper column)

a. Is this the official copy of the series? | !

X 1 not, where is it? - ,

5 b, Does the series contanp confidentiat information requmng';ecunw handl:ng? If yes, cite law or regulamon
X c. ls thns a vital record? ’ : ) -
X N d. Does this serigs have historical of long term research value? LO”Q Term K

" | e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these

:: documents be scheduyled separately? -

f, lsshe mformﬁﬂmmwmbhﬂwmmm,

x Q. Is the information contained in this series ever analyzed and/or recorded ina summarlzed report?

If ves, atsach cooy, -

L

ol

1

Attach copy or excerpt of lave or regulations. Explain administrative need.

j N h. {s there a duplication of this series in your office, or in another office or agency?

L i 1f yes, where?

. X4 i Is this series for a major portion of it) reqularly microfilmed?

L2 4§ Does the record series result jn a computer printout?

§ 11. Retention Requirements f The following requires the series to be kept:

3 a. State Law = years. d. Audit period years,
: 5. Sratute of limitation . _years. . . Administrative need .vears,

Foderal faw ' years. f. Federal retention instructions years,

% Aonreved Dssposmon lnstructlom " Thls agency recommends that the file series be cut oﬂ at the end of each:

TN N NRERPTY § T

e - Calendar Year: O Fiscat vear; O Other every six mon+hs . then,
& Hold in the current files area month(s) _Fear(s} then 1‘h
® Transfer to local holding area, hoid year(s) then en

{

ransfer to dead storage, hold 4 years

i:]

L ‘ransfer to State Records L,enter hold . year{s) then .

& Oestroy. - - - - - S A !
z‘_}‘; Transfer to State Archives for permanent retention. . i S o
Qther [Specifyl

L'l

L]

These instructions apoly to all prior and future accumulations of the series.
I

00

Agency Head/Designee (Signature} " Date | Records Management Qfficer (Signaturel

| Date

N
. v
// ,Zéf?’ 1[22427 &Mé J‘M&%/ J Y | /-r0-77 ”

6[/

State Records Committee (Signature)

Date

Recommendations in par3- I
grapn 12 are approved.

- _ State Auditor/Designee : ‘ 3—/]—- 71

y

1
H

Attorney CeneraI/Deslnnee

R L Y o . R O - ey

(17 disappreved, attach letter P _ ' : 7
of explanation.) Secretary £y /Designee ,WL / "3 / ~ 7 ¢
U :

ENY



